Justin Wilkie
22933 E. Ontario Drive, #104, Aurora, CO 80016

720-308-3858 | Jwilkie720@gmail.com
PROFESSIONAL EXPERIENCE
Dish Network Corporation, Englewood, CO, October 2008 – October 2014
Operations Specialist III 
· Analyzed third party payment reconciliation requests and was responsible for paying all valid requests.

· Facilitated the training of team tasks to new and existing agents.

· Prepared and maintained select training documents for team use.

· Charged with completing VP approved payment exception files.

· Provided advice concerning processing Reconciliation Work Orders.

· Streamlined final rebuttal payment reconciliation process reducing submissions 54% and paid items 58%. 

Platinum Award May 2014

0% Monthly Error Rate 42 out of 72 months 

Chairman’s Award 2010

Business Transformation Participation Recognition 2012

Promoted 3 times during time of employment.

TARGET CORPORATION, Aurora, CO, October 2007 – December 2008
Logistics Team Member
· Pulled timed system-generated inventory replenishment for placement on the sales floor.  

· Back stocked inventory arriving from Distribution Center to ensure product availability.  

· Conducted periodic inventories and corrected discrepancies between on-hand inventory and computer file.

FIRST DATA CORPORATION, Denver, CO, November 1997 – August 2007 
Client Relationship Representative - State Tax/remitONE product  
· Generated all client invoices for entire department.

· Performed financial analysis to track product status.

· Directly managed 20-40 assigned clients, with total annual revenue exceeding $1.5 million. 

· Day-to-day communication with Corporate and Government personnel, high level Financial Institutions, taxpayers, programmers and peers.

Promoted 4 times during time of employment.  

EDUCATION 
Bachelor of Science, Management Information System with Business Emphasis 

University of Wyoming 1997

COMMUNITY ACTIVITIES
Prairie Ridge at Saddle Rock Home Owners Association 

Board President, February 2013 – Present

Board Vice President, February 2010 – January 2013

Board Secretary Treasurer, September 2005 – January 2010

Various positions within Residence Hall Association of University of Wyoming
